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Self Service ‘MyBiz’
Module I, Chapter 3
Updating My Information

Introduction Self Service provides employees the ability to log into ‘MyBiz’ and update
their personal information. The following pages provide a brief overview of
this new functionality.
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Update My Information
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The [ Update My Information function allows employees to update employee information.

Department of Defense

ICE MyBiz ICE PAA V3 Diagnostics Locout Preferences
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=]y Bizl

Update by Infarmation
PAAND Performance Appraisal Application
|:| Pedormance Appraisal Application [PAA]
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"My Biz and associated web pages are web-based tools created by the Departrment of Defense (DoD) as part of the Defense Civilian
Personnel Data System (DCPDE) to allow DoD personnel access to and management of their personal personnel records. The DoD MyBiz
and associated tools can be accessed only by authorized DoD personnel within a .mil or dodea.edu network. The DoD MyBiz tool has no
association with any private or other enterprise using "MyBiz" in whole or in part as a title or logo.”

Favorites

(Ean
After using your browser to access DCPDS, close all o
browser windows and restart a new browser session,
Sometimes the browser can hold that infarmation in me;
(e.g. cache, etc) and some web sites know where to lo
it. For mare information Click here

Adid/Delete Add or Delete your Awards and By
Wia Wy Biz' Self Service

Common Access Card (CAC] Login Information

CPMS does not maintain Federal Long Term Care Insura
Flexible Spending Account Programs

[ TSP Home

& oPt Home

Privacy Act Statement

Figure 1

Before you can ‘view, add and/or update’ your personal information, you must 2CEEED the

‘Privacy Act Statement’.

Privacy Act Statement

Authorities: 5 USC 201, Tide 5, USC Chapters 11,13, 29, 31, 23,41, 42,51, 53

Disclosure: Yoluntary. Haweser, failuns o provide or update your inform:

The information you provide o the Defanse Civilian Persannel Data System (DCPDS) is covared by the Privacy Act of 1974 For quastions regarding your persanal infarmatian
please contact your local Human Resources Office,

Princlpal Purposes: To alow civilian employess in the Deparmant of Defanse (Dal)) to update parsonal information

Routine Uses: Mone. The Dol 'Blankel Routine Uses' sel lorth at %ﬁ;ﬂzly ol O50's cormpilabion of systerns of records nolices apply to this system.

[T AGGEFT | [ DECLINE |

55,61, 63,72, 75,83, and 99, 5 USC 7201, 10 USC 136, 20 CFR 1614 601, and E.0.9397

G may requine manual HR processing o the absence of same infarmation

Figure 2

Tabs - The following is a list of the “Tabs’ with ‘associated’ information.

The General Information header includes the employee’s name and work email address.

\\

Employee

Update My Information

Employee Mame
Work Ernail Address

Updating My Information

Figure 3
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The Profile tab allows you to update/change work email address, phone numbers and physical
work address.

Work Email Address

To ‘Add/Update’ work email address, type the new email address and then select the ' ZR4&E,

button. Email address is currently being used for the NSPS and *Agency unique’ Performance
Appraisal notifications. In addition, work email addresses are being used to communicate
personnel information directly to employees.

Work Email Address
@ TIP Please enter your YWork Email Address only and select the Update button to save.
Work Email Addrégs  |firstname.lasthameg@army.mil

| Update |

Figure 4

After selecting ‘Update’, a ‘Confirmation’ page displays. Select

Continue Updating Your Information |ink to continue updating your work information. To return to
the ‘MyBiz’ menu select on View Your Wy Biz Account |jpk,

Self Service Work information Confirmation Notice
Confirmation
Congratulations yourworl information has been updated as of 15-Jun-2007 11:01:30 EDT.

Please checkyour phone number, work email address or physical work address to view your updated information

What do you want to do now?
Continue Updating Your Information
Wiew Y our Wy Biz Account

MyBiz Suggestions | Home | Logout | Preferences
Copyright () 2005, Oracle. ANl rights reserved. Oracle Privacy Statement

Figure 5

Phone Numbers
To ‘add’ a new phone number, select the 244 putton,

Employee Phone Number
N & TIP To enter a new Type phone number, select the Add button. To update an existing phone number, select the actual number listed in the
\A Murmber colurmn. To delete an existing phone number, select the Trashcan next to the recard.
Type Number |De|ete
Home 123-456-7359 ]

Figure 6

Select a phone type from the drop down list. ‘Phone Type’ and ‘Phone Number’ are required
fields which are noted with an *.  Once you have selected a phone type enter your phone number
to include area code and dashes. Extensions may also be included. Example: 123-456-7899 Ext

123. Once you have finished entering your phone number, select the ' 2480t hytton.

Updating My Information Module I, ‘MyBiz> 3
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Employee
Emplayea Number Employes Name
Wark Email Address

Phone Information
* Phone Type

Home /

Home Secondary — |
Home Tertiary ubmit ) | Gancel |

Home Fax Home | Logout | Preferences

yright () 2005, Cracle. &1 | Mobile Cracle Privacy Statemert
Other

Pager

Work

Work Secondary
Work Tertiary
Work Fax

* Phone Number

Figure 7

After selecting *Submit’, a ‘Confirmation’ page displays. Select

Continue Updating Your Information |ink to continue updating your work information. To return to
the ‘MyBiz’ menu select the View Your My Biz Account  |jnk,

Self Service Work information Confirmation Notice
Confirmation
Congratulations ,yourwiork information has been updated as of 16-Jun-2007 11:01:30 EDT.

Flease check your phone number, work email address or physical work address to view your updated information

What do you want to do now?

\ Continue Updating Your Infarrmation
Wiew Your by Biz Account

MyBiz Suggestions | Home | Logout | Preferences
Copyright (c) 2005, Cracle. Al rights reserved. Oracle Privacy Statemernt

Figure 8

Edit a Phone Number
To ‘update’ an existing phone number select on the phone number link 123-456-7899

Employee Phone Number
@ TIP Ta enter a new Type phone number, select the Add buttan. To update an existing phane number, select the actual number listed in the
Mumber column. To delete an existing phone number, select the Trashcan next to the record.

| Add )

Type Number / |De|ete

Home 123-456-78599 M
Figure 9

Change the phone number and select the \Buemt) b tton,

Updating My Information Module I, ‘MyBiz’ 4
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Employee
Employee Number Employee Mame
Wark Email Address

Phone Information

* Phone Type /

* Phone Number |123-456-7899 |

—_— =
| Submit | | Cancel |

Figure 10

After selecting ‘Submit’, a “*Confirmation’ page displays. Select

Continue Updating Your Information |ink to continue updating your work information. To return to
the “MyBiz’ menu select on View Your My Biz Account |ink.

Self Service Work information Confirmation Notice

Confirmation
Congratulations Cyourwork information has been updated as of 15-Jun-2007 11:01:30 EDT.

Please check your phone number, work email address or physical work address to view your updated information

What do you want to do now?
Continue Updating Y our Infarmation

Wiew Your by Biz Account

MyBiz Suggestions | Home | Logout | Preferences
Copyright () 2005, Oracle. All rights reserved. Qracle Privacy Statement

Figure 11

Delete a Phone Number
To “delete’ a phone number, select the L] button next to the number you want to delete.

Employee Phone Number

@ TIP To enter a new Type phone number, select the Add button. To update an existing phone number, select the actual number listed in the
Murmber column. To delete an existing phone number, select the Trashcan next to the record.

| _Add )
Type Number |De|et/
Home 123-456-7599 ]

Figure 12

A warning screen displays; select the Y25, button to process the delete. If you want to cancel
the delete, select the M2 button.

A\ Warning
Are you sure you want to delete this Phone Number (123.456-7899)7
(Mo ) [ Yes)
Figure 13

Physical Work Address

To ‘add’ Physical Work Address, select the 49 putton. Self Service only allows employees
to ‘add’ one Physical Work address update within a 24 hour period.

Updating My Information Module I, ‘MyBiz” 5
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Physical Work Address
& TIP CONUS employees can add or correct their Physical Work Address information by selecting either the Add button, for adding a new

\ address, or the Correction button for updating an existing address. NOTE: At present, overseas employees cannot update their
Physical Work Address, however upcoming Self Service system developments will include this functionality
| .ﬁdd J
Select Street Address Building Number Suite City 5State Zip Code Country Start Date End Date

No data exists.

Figure 14

When adding a Physical Work Address, ‘Street Address, City, State, Zip Code’ are required
fields and are noted with an *. Select the _S4bmit; hytton to save data.

Employee
Marne
Employee Number
Work Ernail Address  firstname.lastname@army.mil

Physical Work Address
* Indicates required field.
= Street Address |123 Ave G

(example: 550 E Street West)
Building Number |Bldg 499 |
(example: B3
Suite, Room Murmber |Suite E, Room 102
(example: 3, 206)
* City |San Antonio |

= State | TX

* Zip Code  |78150-0000) |

(example: 75150-4547)
Country  United States
Date From  23-Jan-2007

(example: 21-Sep-2005)
ot | B

|_Submit )

Figure 15

After selecting ‘Submit’, a ‘Confirmation’ page displays. To return to the Profile tab, select the
Continue Updating Your Information  |ink. To return to the ‘MyBiz’ menu select on the
View Your My Biz Account link

Self Service Work information Confirmation Notice

Confirmation
Congratulations Jyourwork information has been updated as of 15-Jun-2007 11:01:30 EDT.

Please check your phone number, wiorl email address or physical work address to view your updated information

\ What do you want to do now?
Continue Updating Your Information

“iew Your My Biz Account

MyBiz Suggestions | Home | Logout | Preferences
Copyright () 2005, Oracle. Al rights reserved. Cracle Privacy Statement

Figure 16

Edit Physical Work Address

To correct a physical work address select the radio button © next to the physical work address,
then select the | Correction | button.

Updating My Information Module I, ‘MyBiz’ 6
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Physical Work Address
@ TIP CONUS employees can add or correct their Physical Work Address information by selecting either the Add button, for adding a new address, or the Correction button
for updating an existing address. NOTE: At present, overseas employees cannot update their Physical Work Address, however upcoming Self Senvice system

developments will include this functionality
Select Address (_Correction ) | (Add )
Select Street Address |Building Number Suite ICity IStaIe |Zip Code Country Start Date End Date
® 123 Ave G 499 Suite E, Room 102 San Antonio TX 78150-0000 us 21-Nov-2006

Figure 17

Make the necessary changes to your physical work address, and then select the '-24P@itJ pytton.

Employee
Name
Ermployee Mumber
Work Email Address  firstname.lastname@@army.mil
Physical Work Address
* Indicates required field
* Street Address |91l] Ave E
(example: 550 E Street West)
Building Murnber
(example: BE3)
Suite, Room Mumber |1s‘t Floor, Room 1l]5|
(example: 3, 206)
* ity |San Antonio |

= State

*Zip Code 781500000 |
(example: 78150-4547)
Country  United States
Date From 23-Jan-2007
(example: 21-Sep-2005)

o — NG

e\
| Submit |

Figure 18

After selecting ‘Submit’, a Confirmation page displays. Your changes have now been updated to
your personnel record.

Physical Work Address

@ TIP COMUS employees can add or correct their Physical Work Address information by selecting either the Add buttan, for adding a new
address, or the Correction button for updating an existing address. NOTE: At present, overseas employess cannot update their Physical
Work Address, however upcoming Self Service system developments will include this functionality.

Select Address | _Correction ) | (_Add )

Select Street Address |Bui|ding Number |Suite, Room Number |City |State |Zip Code |Country Start Date |End Date
O 910 Ave E Bldg 663 1st Floor, Room 105 San Antonio TX 781500000 United States 23-Jan-2007
Figure 19

Handicap tab contains employee’s current handicap code.

To update handicap code select from the drop down list using the down arrow. Once you have

selected the appropriate code, select the Bdate ) ptton,

Updating My Information Module I, ‘MyBiz’ 7
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Profile Hardicap anquage  Elbnicity snd Race  Emergency Contac!  Education  Iraining

My Prufile

Security Ouestion and Change Password Iifo

UpdateRoview Sncurity Guostion | Change Password

Work Emall Jdldres:
[ATID Dlrncn ontor wae Winsle Ernail A8dense aply opd polne

.“F'igure 20

Language tab contains employee’s languages and ‘Consent to Share and Release Language
Information’ information.

Profile Handi L }mmt and Race E Contact Education  Training

@ TIP ou will only be able to updale & language or its infarmation if the evaluation method is Self Appraizal/Cerification. To UPDATE the information contained in a language ares, you must select it first. Select
the DELETE button to permanently remove a language from your record. Select the ADD button to self certify additional languages.

(aad)

Select Language Proficiency Level Reading F i 5 king P iency Listening F iency Writing F
Mo regults found.

¥ Source Work Experience Evaluation Method Start Date End Date

Consent to Share and Release Language Information
The information you provide in thig section will only be uged upon your separation or retirement from the Federal Service.

If you have selfcerified ar formally tested language information stored in your employes record (see My Biz, My Information, My Language Information tab), please read and mark the block as appropriate. You
will not be contacted if you do not mark the blocks.

The Departrnent of Defense and other Federal agencies have placed a high level of importance on critical forsign language skills and regional expertise to meet emerging requirements during times of need,
crisis, and/or national emergency. The Department of Defense and other Federal agencies may want to contact you in the future to determine if you would be willing to wolunteer your services or to offer you
potential employment that would take advantage of your language proficiency and/or regional expertise

Ho | consent to being contacted by the Department of Defense to provide possible language support in times of need, crigiz, and/or national emergency.

Mo | consent to the Department of Defense sharing my infarmation with other Federal agencies for the same purposes

Figure 21

Employees can ‘update’ proficiencies in an existing language, ‘delete’ a language or ‘add’ a new
language to their ‘“MyBiz’ record.

Select Language ( Update ) Delete ) | ( Add )
Proficiency |Reading Speaking |Listening |Writing Work Start|End
Select Language [Level Proficiency |Proficiency |Proficiency |Proficiency|Source Experience|Evaluation Method Date |Date
—————————————p & German- Extremely Elementary Elementary Proficient No Self Study - Teacher Self 18-
DEU Limited or Limited or Limited Proficiency Post- Appraisal/Certification Oct-
Knowledge Knowledge Knowledge Secondary 2006
Education -
F5

Figure 22

To ‘update’ an existing language you must select the radio button next to the language, then

select the ' YPdats ) hutton. Once all changes have been made, select the <2460 ) hytton to
save your changes.

Updating My Information Module I, ‘MyBiz’ 8
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US Fed Language

= Indicates required field

Employee
Ermployes Mumber

Language Information
Language Identifier

* Language Proficiency Leval
Language Reading Proficiency
Language Speaking Proficiency
Language Listening Proficiency
Language Writing Froficiency
Language Proficiency Source

Language YWark Experience
Language Evaluation Method
Start date
End Date

Employee Marme

Work Email Address  firstname.lastname@army.mil

German - DEU

| Submit | | Cancel )

| Extremely Limited Knowledge

v

| Elementary or Limited Knowledge + |.@

v

v

| Self Study - Post-Secondary Education - F5 VL@
v

Self Appraisal!Ceniﬁcation@

01-Feh-2007 15:09:53 EST

18

(exarmple: 21-Sep-2005)

| No Proficiency

| Proficient

| No Proficiency

|Teacher

/

| Subrit | | Cancel |

Figure 23

To “delete’ an existing language you must select the radio button next to the language, then
select the 228 J pytton.

¥

Select Language-‘ Update || Delete | | Add )
Proficiency |Reading Speaking |Listening |Writing Work Start|End
Select Language |Level Proficiency |Proficiency |Proficiency |Proficiency [Source Experience |Evaluation Method Date |Date
O German - Extremely No Elementary Proficient Mo Self Study - Teacher Self 30-
DEU Limited Proficiency or Limited Proficiency Post- Appraisal/Certification Jan-
Knowledge Knowledge Secondary 2007
Education -
F5

Figure 24

Once you select the “delete’ button, a notification will appear, select “Yes’ to delete, or “‘No’ to
return to the language screen.

Department of Defense

AN\ Warning

Continue?

Language Information will be permanently deleted from your record. Do you want to

MyBir Sugoestions Home Logouwt Preferences

Updating My Information

Figure 25

Module I, ‘MyBiz” 9
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To ‘add’ a new language you my select the 299 putton.

Select Language | Update )i Delete | | (_Add |
Proficiency |Reading [Speaking [Listening [Writing Work Start |End
Select Language |Level Proficiency |Proficiency |Proficiency |Proficiency [Source Experience |Evaluation Method Date |Date
' German - Extremely No Elementary Proficient No Self Study - Teacher  Self 30-
DEU Limited Proficiency or Limited Proficiency Post- Appraisal/Certification Jan-
Knowledge Knowledge Secondary 2007
Education -
F5

Figure 26

Use the drop down menus to select the appropriate data for each data field. Once you have
completed ‘adding’ your new language, select the '4ETitJ) hutton to save your language.

US Fed Language

% Indicates reguired field

Employee
Employee Number
Work Ernail Address

Language Information

= Language ldentifier

* Language Proficiency Level

Language Proficiency Source
Language Work Experience
Language Evaluation Method
Start date

End Date

Language Reading Proficiency | EN
Language Speaking Proficiency | EL
Language Listening Proficiency | EI

Language Writing Proficiency | EN

Employee Mame

Spanish-American - QSA

Extremely Limited Knowledge ~ |

~|®

y or Limited Ki

y or Limited Ki

y or Limited Ki

odge <@

y or Limited Ki
Self Study - Heritage - F2

Translator

o}

Self Appraisal/(:eniﬁcatinn@

17-Jul-2008 10:04:25 EDT

(example: 21-Sep-2005)

~|®

v|®

A/

Figure 27
After selecting ‘Submit’, a “Confirmation’ page displays allowing you to ‘Print’ your

information. To return to the ‘Language’ tab, select the Continue Updating Your Information  |jnk,
To return to *MyBiz’, select the [&w Your My Biz Account iy

Updating My Information Module I, ‘MyBiz’ 10
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Self Service Language Capability Confirmation Notice

Confirmation

Congratulations your language capability has been updated as of 06-Jun-2007 14:23:11 EDT.
1. Language Acholi - ACH

2. Language Froficiency Lewvel Mo Practical Knowledge (Navy/Air Force Use Only)
3. Language Reading Proficiency Proficient

4. Language Speaking Proficiency Mo Proficiency

5. Language Listening Proficiency Mo Proficiency

6. Language Writing Proficiency Mo Proficiency

7. Foreign Language Proficiency Source Foreign Residence - C0

8. Language Work Experience (Duty Type) Broacdcaster

9. Language Evaluation Method Self Appraisal/Certification

10 Language End Date

To print this page for your records, click on the print button below:

( Print Confirmation .;IA/

What do you want to do now?

Continue Updating Your Inforrmation
Wiew Your My Biz Account

Figure 28

Retiring & Separating Employees Consent to Share & Release Your Language Information

The language information you provide in the *‘Consent to Share and Release Language
Information’ section of the ‘Language Information’ tab will only be used upon your retirement
or separation from Federal Service. Review and/or update your information now and/or before
retiring or separating since all language information in your personnel file will be made available
if you chose “Yes’ to Consent to Share and Release Your Language Information.

Self Certified

ShluciLongimge oo [y oroinny  Joatei ) o ) P e
Languag.e —> w :nmﬁ(ienq' ::oﬁcleuq :;::raiu{-teniﬁ(mlou i
Information
Consent to
Contact/Share \

Figure 29

1. Review the Consent to Share and Release Language Information section and make
appropriate selection.

Notes:

a. If avalid work email address is in “MyBiz’, Update My Information, Profile,
Work Email Address data field, then you also will receive a “‘Consent to
Share and Release Language Information’ confirmation email if you ‘Update’
your information.

b. You will not receive a confirmation email if you do not have a work email

Updating My Information Module I, ‘MyBiz’ 11
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address in ‘MyBiz’ or you add an email after you initially *‘Updated’ your
Consent to Share and Release Language Information; however, you can print
the “Confirmation page’ for your records.

2. Select either “Yes’ or ‘No’ in the section if you have self-certified or
formally tested/certified language information in your personnel record. Your consent
will be for all languages currently in your personnel record.

Note: In order to share your language information with other
Federal Agencies, you must select “Yes’ to being contacted by the
Department of Defense.

3. Select the “‘Update’ button if you updated your information.

\_/ Figure 30
Note: You will not be contacted if you do not select “Yes’ in the Consent to
Contact drop down fields.

4. Once you submit your information, a *‘Confirmation’ page displays allowing you to “Print’
your information. To return to the ‘Language’ tab, select the 2ntinue Updating Your Information

link. To return to “*MyBiz”’, select the /2w Your My Biz Account fjny

o5 b L o

Consentto Share and Release Languags Infarmation for Federal Employess who are Retiring/Separating

Confirmation
Congratlations, LaitMame. Fit Hane Jyour "Consent to Share and Release Language Information’ has been updated as o
15:66:37 C5T

Iy hienee @ stored work: emainl address in by Biz and you answered “es’ 1o Contact and Share Your Language Diformation

Yes : | consent bo the Depamant of Defenss sharing my information with ather Federal agencies for the same purposes

Té print thas page for your records, click on the r.v\:n bl

Barionalizs Regan

\ Whar do .cu.wal-vm d.c- I\-J.'A-’ )
Figure 31

Notes:

a. If your valid work email address is in the ‘MyBiz’, Update My
Information, Profile, Work Email Address data field, then you will

Updating My Information Module I, ‘MyBiz’ 12
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also receive a ‘Consent to Share and Release Language Information’
confirmation email.

;o

Figure 32

b. If you do not have a work email address identified in MyBiz, then print this
page for your records.

Figure 33

Ethnicity and Race tab contains employee’s ethnicity and race.
/\

Prafile Handicap L ane Ethnicity and Race Emerge ontact Education  Training

View Privacy Act Statement )

Are You Hispanic or Latino? (A person of Cuban, Mexican, Puerto Rican, South or Central American, or Spanish culture or origin, regardless of race.)

Yes ~
Instructions: Please select the category or categories with which you most closely identify. To select a category, click in the block next to the appropriate;
the list of values (LOV). When all selections have been made, click the "Submit” button to save the changes. To print your SF181, submit your changes fir|

button.
American Indian or Alaska Natve  No  » [0
Asian No - [0
Black or African American Mo+ (2
Wative Hawaiian or Other Pacific Islander Mo~ (D)
White  Yes - (2
|_Submit ) | Print SF181 )
Prafile Handicap  Language Ethnicity and Race Emergency Contact Education  Training

ICE MyBiz | ICE PAAY3 | Home | Logout | Preferences

Figure 34

To ‘update’ ethnicity and race, answer the *Are You Hispanic and Latino?’ question and use the
drop down menu to select either “Yes’ or “No’. Once you are ready to update, select the

(Bubmit) pytton. To “print” the SF181 form, select the (EANLEFT18T ) pytton,

To view the SF181 Privacy Act Statement, select the | ‘ViewPrivacy Act Statement |

Updating My Information Module I, ‘MyBiz’ 13
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Department of Defense

Privacy Act Statement

Ethnicity and race information is requested under the authority of 42 U.5.C, Section 2000e-16 and in compliance with the
Office of Management and Budget's 1997 Revisions to the Standards for the Classification of Federal Data on Race and
Ethnicity. Prowiding this information is voluntary and has no impact on your employment status, but in the instance of missing
information, your employing agency will attempt to identify your race and ethnicity by visual observation.

This information is used as necessary to plan for equal employment opportunity throughout the Federal government. It is also
used by the . 3. Office of Personnel Management or employing agency maintaining the records to locate individuals for
personnel research or survey response and in the production of summary descriptive statistics and analytical studies in
support of the function for which the records are collected and maintained, or for related workforce studies.

Social Security Mumber {SSN} is requested under the authority of Executive Order 9397, which requires 5SM be used for the

purpose of uniform, orderly administration of personnel records. Providing this infarmation is voluntary and failure to do so will
hawve no effect on your employment status. If SSN is not provided, however, other agency sources may be used to obtain it.

Close Window

Figure 35

The SF181 can either be *saved’ to your computer or can be ‘opened’ and printed. To open the
SF181 select the L2 putton,

File Download =

Do you want to open or save this file?
[ ] Nama: sfii.pdf

“de Typa: Adabe Acrcbat 7.0 Document
sybvestr depds. coms.osd,mil

|_Qoen [ save | [ Conce

While fibea from the Intemet can be useful, some fles can potentialy
haem your v, ¥ you do not trust the source, do not open o
save tha e Yihal's the rak?

Figure 36
SF181

To print the SF181, select the printer icon = or select “File, Print’. To exit this page, select
‘File’, “Exit’.

Updating My Information Module I, ‘MyBiz’ 14
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Bthnicity and race information is requested under the authorty of 42 U.5.C. Section 2000&-15 and in compliance with
the Office of Management and Budget's 1997 Renzions to the Standards forthe Classidcation of Federal Da@ on Race
and Bhnicity. Prowding thiz information is wolurtary and has no impact on wour employment status, but inthe instance
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This information is used as necessanyto plan for equal employment opportunity throughout the Federal govemment.
iz also uzad bythe L. 5. Office of Personnel Managemert or emplaying agency mairtaining the records to locate
individualz for personnel resz arch or survey response and in the produdtion of summary descriptive statistics and
analyical studie 5 in support o fthe fanction fr which the records are collected and maintained, or for related workdorce
studies.

Social Security Mumber (S5M)iz requested under the authority of Exe cotive Order 9297, which requires S5 be used
for the purpose of unitorm, ordery administration of personnel record . Providing this infnmation is wolurary and failure
todo zowill hawe no effect on your employment sEtis. ¥ 55N iz not provided, howewer, ather ageney soursas maybe
used to obtainit.
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Figure 37

Emergency Contact tab contains employee’s emergency contact information.

Select the link Emergency Contact 4 <3dd, change or remove’ your emergency contact

information. —

Profile Handicap Language Ethnicity and Race (Emergemcf Contact ) Education Training

My Profile

Figure 38
Adding Emergency Contact Information

To ‘add’ information on an emergency contact person, select the *Add’ button.

Emergency Contact

you ward comacted in the even of an
next to the record you wesh 1o change,

ct the Remaove or Update buiton

gentified, one should ba bocsl and sadily accas:

_Add )
Seloct Hame
Mo res

Primary Cantact Home Mumber Wark Humbor Emergoncy Contact Emall Address

aur

ncy. You may designate more than one person 58 an Emergency Contact, but only eng Primary Centact. T

o and tha athar someans who is net locsted within a 100 mila radius of your homa o place of work

Figure 39

Updating My Information Module I, ‘MyBiz’
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Complete the following: ‘Name’ (first, middle, last), ‘Email Add_ress’, Primary Contact,
Residence Address’ and ‘Phone Number(s)’ and select the &%) button.

/

Emergency Contact : Add

@ TIP This information is current as of today's date
Employee Name

Use this page to provide emergency contact information,
* Indicates reguired field

General Information

* First Name

* Last Name

Ernail Address

[] Primary Contact(®
@ TIP Do not add any contacts that are under the age of 18.

Residence Address

Ensure you fill in the City, State and Zip Code fields.
Use my address for this person.

Phone Numbers

Type Humber Delete
Horme - W]I
| _Add Another Row

@ TIP When you check the "Use my address for this person” bax, employee's address of record will populate on the Ermergency Contact print receipt. Be advised if no address of record is on file, the add
not populate on the Emergency Cantact print receipt. NEW EMPLOYEES (on the molls less than one month) - uncheck the box "Use my address for this person” and input your contact's address i

¥

(Cancs|

(cancsl

Figure 40

Select the (_Submit ] hutton to save your information. Select the E3kJ putton to return to the
previous screen to make any necessary corrections. To print this information, select the

{ Printable Page | Fage |

LMt FAE ) hutton. To exit without saving your information, select the (=2ncsl) button.

Update My Information: Review

@ TIP Thiz information is current as of today's date.
Ermployee Marme

Review your information below and select the Submit button to apply your changes.
O Indicates Changed tems

Maintain Contact

Contact
Proposed
Relationship Type Emergency Contact
First Name Firsthame
Middle Name MiddleName
Last Name LastMarne
Email Address FirstMameg@hotrail. com
Primary Contact Yes
Phone
Proposed
Home 555-555-5600

|_Cancel | | Printable Page | | Back ) (_Submit

/

\Zancel | | Printahle Page | [ Back | [ Submit

Figure 41

Updating My Information
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To ‘update’ information on an existing emergency contact person, first select the radio button

next to the contact’s name, and then select the ' Ypdate J hytton.

Update My Information

@ TIP This infarmation is current as of today's date.
Emplayee Name

Emergency Contact

Use the Add button to add information about the person you want contacted in the event of an emergency. You may designate mare than one person as 3
Emergency Contact, but only one Primary Contact. To Update or Remove records, select the radio button next to the record you wish to change, then sel
Rermove or Update button.

Mote: The information you provide hereAww)e used in the event of Matural Disasters or Mational Emergencies.

Emergency Contact
Select Emergency Contact (Update | ( Remave ) | (Add )
Primary
Select Name Contact Home Humber Work Number Emergency Contact Email Address
—T > @ LastMame, Firstiame No 55-555-5500 FirstName.LastName@hotmail. com
MiddleMame

@ TIP To iew o Print your Recaipt, press the button below:.
| Print Receipt )

Continue Updating Your Information

Figure 42

Make the necessary updates and select the MNedt ) putton.

Emergency Contact : Update

@ TIP This information is current as of today's date
Employes MName

Use thiz page to provide emergency contact information.

* |ndicates reguired fisld

General Infermation

* First Name  [Firsthame

Middle Name  [Middleharne

* Last Name ILaslName

Ernail Address IFirstName@hmmail.com

¥ Primary Contact{Z)

Relationship  Emergency Contact
@ TIP Do not add any contacts that are under the age of 18,

Residence Address

@ TIP Vhen you check the "Use my address far this person” box, employee's address of record will populate on the Emergency Contact print receipt. Be advised if no
address of record is on file, the address will not populate on the Emergency Contact print receipt, NEW EMPLOYEES (on the rolls less than one month) -
uncheck the box "Use ry address for this person” and input your contact's address in full. Ensure you fill in the City, State and Zip Code fislds.

¥ Use my address for this person

Phone Numbers

Type Number Delete
| Home | [s55-555-5501 m

| wark | |555-522-5200 i)

| Add Another Row |

(Cancel) | MNegt)

(Cancel ) (MNex

¥

Figure 43

Updating My Information Module I, ‘MyBiz’
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A ‘Review’ page will appear so that you can ensure the information is correct before saving. The
items marked with a blue dot are the items that were changed. Select the ([ Submit ) button to save
your information. Select the (Back) button to return to the previous screen to make any
necessary corrections. To print this information, select the _Printable Page | button. To exit
without saving your information, select the '_©ancel ) putton.

Update My Information: Review
Garcel | | Printable Page | | Beck ) | Subm®

&FTeT e @ ieda
Employea Mame

Revrw your informisdion bedow and salecd the Submit bulton 1o apply your changes
O il #s Craraed

Maintain Contact

Contact

Cugiend Praposad
Flrst Name FirstName FirstiMamn
Lazt Name LaciMame LagiName
Pl
Currani Plap-urwd
Hame 555-555-5500 BAR-SRR-5001 B
Wisik 555 5225200 555 5225200 (/
Cance| | | Prictable Page | | Back | | Sutegit
Figure 44

A ‘Confirmation’ page displays when your information has been submitted. To return to the
‘Emergency Contact’ page select, the (_Returmnto Ovendew ) pytton,

! Department of Defense
MvBiz Suggestions Home Logout Preferences

Confirmation

Your changes have been applied.
&
|_Returnto Overview )

Figure 45

A ‘Warning’ page will be displayed if you select  .ancel, If you want to cancel and exit, select
the (5 putton. If you want to return to the previous page select the (L4 button.

} Department of Defense
MvBiz Sugnestions Homme Logout Preferences

N Warning

Do you want to cancel this action?

Your nesw action will be canceled.

Figure 46

Updating My Information Module I, ‘MyBiz’ 18
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Removing Emergency Contact Information

To ‘remove’ an emergency contact, first select the radio button next to the person you want to
‘remove’ and then select the _Remave | pytton.

Update My Information

@ TIP This information is current as of today's date.
Ermployee Mame

Emergency Contact

Use the Add button to add information about the person you want contacted in the event of an emergency. You may designate maore than one person as an Emergency

Contact, but only one Primary Contact. To Update or Remave records, select the radio button next to the record you wish to change, then select the Remave or Update
button.

Mate: The information you provide here will be used pAe event of Matural Disasters or Mational Emergencies.
Emergency Contact

Select Emergency Contact ( Update ) ( Remave | | (Add )

Primary
Select Name Contact Home Number Work Number Emergency Contact Email Address
& LastMame, Firsthlame Yes 555-555-5500 FirstName@hotmail.com

MiddleMame

& TIP To View or Print your Receipt, press the button below.
Print Receipt |
Continue Updating Your Information

Figure 47

Once you have verified that you selected the correct person to remove, select the _Mext ) putton to
continue.

Remove Contact
(Cancel ) | Mext .'II

@ TIP This information is corrent as of today's date
Ermployee Mame

To remove this contact, select the next button. To cancel this action, selact the cancel button.
= |ndicates reguired field
Name L +M s Ir' +MN MiddlaN
Relationship  Emergency Contact
End Date 05-Jun-2008 L

(Ccancel ) (| Mext J

Figure 48

Select the (_Submit ) hutton to remove and save your change. Select the (B2tkJ button to return
to the previous screen to make any necessary corrections. To print this information, select the

\Printable Page , pytton. To exit without removing your contact person, select the (Sansel)

button.

Update My Information: Review

Sancel ] [ Printable Page | (_Back ) (_Submit

& TIF This i

Sancel | | Printable Page | | Back ) (_Subigit |

Figure 49
Updating My Information Module I, ‘MyBiz’ 19
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A “‘Confirmation’ page will display when your information has been removed. To return to the
Emergency Contact page select the |_Retumto Qverview ) pytton,

Department of Defense

MyBiz Suggestions Home Logout Preferences

Confirmation

Your changes have been applied.

V'
| Return to Overview )

Figure 50

A “‘Warning’ page will display if you selected ' 2ar=el). If you want to cancel and exit, select the
\L82 putton. If you want to return to the previous page select the (Mo, hutton,

Department of Defense

hvBiz Sugoestions Home Logout Preferences

/N Warning

Do you want to cancel this action?

Your new action will be cancelad.

(Mo ) [ Yes)

Figure 51
Printing Receipt

To print a receipt, select the (_Print Receint, putton,

Update My Information

@ TIP This infarmation is current as of today's date.
Ermployes Mame

Emergency Contact

Use the Add button to add information about the person you want contacted in the event of an emergency. You may designate more than one person as an Emergency
Contact, but only one Primary Contact. To Update or Remove records, select the radio button next to the record you wish to change, then select the Remove or Update
button.

Mote: The information you provide here will be used in the event of Matural Disasters or Mational Ermergencies.
Emergency Contact

Select Emergency Contact ( Update | ( Remove ) | | Add

Primary
Select Name Contact Home Number Work Number Emergency Contact Email Address
& LastMame, FirstName ‘Yes 555-555-5500 Firsthame@hotmail.com
MiddleMame

@ TIP Ta View ar Print your m:;gg the button below,
| Print Receipt )

Continue Updating Your Information

Figure 52

Updating My Information Module I, ‘MyBiz” 20
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The receipt can either be saved to your computer or opened and printed. To open the receipt,
select the [__3r=n__ hutton.

File Download &

Do you want to open or save this file?

q‘ Mame: DD93.pdf

| Tppe: Adobe Acrobat Document

QSy\vestr .depds.cpms.osd.mil

[ Open ][ Save ]‘ Cancel |

harm pour computer. IF you do not tiust the source, do not open ar

@ While files from the Intermet can be useful, some files can potentially
save this file. What's the risk?

Figure 53

Printed Receipt

To print the “‘Receipt’, select the printer icon [5] or select ‘File, Print’. To exit this page, select
‘File’, ‘Exit’.

Emergency Contact: Receipt

Contact Information

"For Official Use Only - Privacy Act Sensitive Information "

First, Last Kame

123-456-7899

Employee Name

Payroll update pending Pending TX US

Contact#1

Yes

First

Middle

Last
first.last@email.mil

123-456-7899

Figure 54

Education tab contains employee’s education information.

Education

Select the tab to ‘view, add or update’ your education information.

To view a list of applicable (or available) degrees and vocational certificates to use when adding
Education Information, select the ! deuee arvocational cetifcat= [jnk,

Updating My Information Module I, ‘MyBiz> 21
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Update My Information

Empleyee

Employee Name
Work Email Address

Profile Handicap  Language Ethnicity and Race Emergency Contact Education Training

This section displays your education. By updating this information, you are self-certifying/Ahe data you enter is valid. Human Resources (HR) may request you provide documentation for verificati
purposes. ltems that you cannot select can only be updated by HR.

Updates are anly needed upan obtaining an additional degree or vacational certificate. For example, you have a Bachelor's degree and you have ablained a Master's degree

@TIP To Add: Select the ADD buttan @
To UPDATE: Select the entry and select the UPDATE button

Mote: If the ‘Education Update Source'is blank or Werified', the education record was input by Hurman Resources. "Seff Cedified” indicates the record was input by the employes. Only those education ent
with a selection button can be updated. For all athers, please cantact Human Resaurces to update

Education Information
Select Ohject: | Update ) | ( Add

Education Update Instructional Year Degree / Cert Credit Credit Type Of College-Major-  |Academic Institul
Select Source Education Level Program |Attained Hours Type School Minor Hame
Profile Ethnicity and Race Ermergency Contact Education Training

(al

ICE MyBiz | ICE PAAYS | Home | Logout | Preferences

Figure 55

Adding Education Information

To ‘add’ education information, select the /294 putton.

Note: ‘Education Update Source’ will display with either “Verified’, ‘no information’ or
‘Self Certified” in the ‘Education Update Source’ data field column. You can only
update education information with “Self Certified’. You cannot update education
information with “verified’ and 'no information’ since this information was previously
entered and verified by Human Resources. Contact your Human Resources Office for
questions relating to this information.

Education Information
Se Update | | [Add
ation College-
ear Dogres /[Crodit |Credit Type OF Major- sademic
Sl Education Laval Instructional Program Cart Attainad |Hours  [Type School Minor Institution Hamea
/3 Sulf Centified \High school graduate 1990
erificate of
uivalency
Varified Bhchalor's dagree  Accounting and 1992 0120 Semester College or  Major Field Boston Callege,
BusinessManagement Hours Univarsity  of Study  Chestaut Hill MA
)
Self Certified ociate Degree Accounting [20399) 199z 0120 Semester  Junior Major Field San
Hours College of Study ~ull
andicap Code Lanauage Information WS Fod Ethniciy and Race Category rargency Contact Information Education Information
| Cancel

Figure 56

The *Add’ page displays. Enter information for your educational update below. For additional

information on a specific data field, select the 0

Updating My Information Module I, ‘MyBiz> 22
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Note: To search for your specific education information, select the 'f»{flashlight

located next to the data field you are updating.

documentation for verification purposes

two years of college. You would add two years of college)

degree

Resource office to update this information.

Education Information
* Education Level
Instructional Program
Year Degree f Cert Attained
(example: 1372)
Credit Hours
(example:; 1510)

Credit Type ,,,E?
Type Of School
College-Major-Minar ,,?

This section displays your education. By updating this information, you are selfcertifying the data you enter is valid. Hurman Resources (HR) may request you provide
1D Add is for a new entry that is not yet documented on your Education Information (For example, your highest education level Indicates High School, but you have
Updates are only needed upan obtaining an additional degree or vocational cerificate For exarple, you have a Bachelor's degree and you have obtained a Master's

@ TIP You will not be able to remave or update education information of Terminal occupational prgrm - cert of comp/diplomarequiv, Associate Degree, Bachelor's degree
and records with an education level greater than a Bachelor's degree from your education record. Once this education information is submitted, contact your Human|

To search for your specific education information, select the ”»{ flashlight located next to the data field you are updating.

e

&,{E

'/;?@

Figure 57

Note: You will not be able to update or delete the following Education Levels from your
record once entered via ‘MyBiz’, Update My Information- Education:

Vocational/ Occupational Schools — certificate or diploma

Associate’s Degree

Bachelor’s Degree and higher level education

Please contact your Human Resources Office to make changes to
educational entries for the levels identified above or if a record needs to be

deleted.

To search for information for a specific data field, select the

displays:

Search and Select: Education Leval

nfae

Search By Desenption E

Resules

Soloct Oulck Selact Educational Level

o wisarch conductid

Figure 58

Updating My Information

Search

To search for your specific educstion information, erter your infomation in the text fisld below or simply selec
view e list. To locate Dachelors degres’, enter %Dach®, for 3 list of Post-degree levels’ enter %Post
Deg various degree levels, then select 'Go" To select your Education Level, select the Quick Select

[

P
o
e

. The following Search screen

| Cancel | | Seloct

Description

[Cancel ] [Salect |

Module I, *‘MyBiz’ 23
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To obtain a quick list of information available, select the *‘Go’ button. Once the list displays,

select the “‘Quick Select’ % icon next to your selection. To view more information, select the
Mext 10

link (see Figure 60). Another search option is to use the wildcard (%) to conduct
partial searches on long lists/tables such as Instruction Program and Academic Institution Name.

For “‘Education Level” you may enter the beginning portion of the item name, if known, such as
%high%, %assoc%, %college%, or %degree%. For ‘Academic Institution’ you may type the
beginning portion of the item name, if known, such as %TX% or %A&M% and select ‘Go’ or if
search such as %A&M% does not provide the desired result, try %A & M% (spaces between
letters/characters can produce different results).

For “Instructional Program’ you may type the beginning portion of the item name, if known,
such as %Science%, %Law%, %Educ% and select *‘Go’ or %Not Applicable%.

Note: “‘Not Applicable’ is only used for “Vocational/Occupational Schools — certificate
or diploma received’ and for LN/NAF employee entries.

Once information is located, select it by selecting the ‘Quick Select’ EE% icon or selecting the
radio button in the *Select’ column and then clicking the *Select’ button.

Search and Select: Education Level

- alion
dugre ool P
select the Quick Select icon next 1a your i ation.

Search By | Description » [Ge

Rasuits
110 ) NexitO
it escription

NMselea i

w
=

B9 AP 4B PP B B e

ate or ¢ i alency
17
(11 o fon N OF £0me alem sch e
w et Applicable
110 %) e 1)

Figure 59

The selected information auto populates the appropriate data field.

Updating My Information Module I, *‘MyBiz’ 24
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Note: If you select “Vocational/ Occupational Schools - certificate or diploma received’,
‘Associate Degree’, and higher education levels, you must enter data in all fields.

To search for your specific education information, select the o flashlight located next to the data field you are updating.

Education Information

* Education Level |Master's degree

Instructional Program

Year Degree / Cert Attained
(example: 1972)

Credit Hours
(example: 1510)

Credit Type ,,;?
Type Of School ,,‘3?
College-Major-Minor ,,;?
Academic Institution Name ,_;?.@

Figure 60

Once all the applicable information is entered, select the ‘Submit’ button.

To search for your sy select the ”5.? flashlight located next to the data field you are updating.

Education Information
= Education Level |Master’s degree ,,5’?@

g (520305) P 4o

Instructional Program | A ing and Busi

Year Degree / Cert Attained | 1998
(exarnple: 1972)
Credit Hours |69
(exarnple: 1510)

Credit Type |Semester Hours ,,;?
Type Of School | College or University ,,’{
College-Major-Minor  |Major Field of Study ,,;f
Academic Institution Name | Brandeis University, Waltham MA ,,;#@

Figure 61

Before education information is updated in the system, ‘Electronic Signatures’ must be
completed. To Electronically Sign and verify Education information, select the ‘Process
Transaction’ button.

== ELECTRONIC SIGNATURE ==

WARNING: Be advised that any false statement in this transaction, or willful misrepresentation, is a violation of the law punishable by a fine of not more
than $10,000 or imprisonment of not more than 5 years, or both, according to federal law. Additionally, this may result in disciplinary action up to and
including removal from Federal employment.

By clicking the ‘Process Transaction' hutton, | understand that my DCPDS Portal login information is my electronic signature in effecting this transaction.

Process Trangaction | | acknowledge and wish to PROCESS THIS TRANSACTION

CancelTransaction ) | do not acknowledye and wish to STOP this transaction.

WyBiz Suggestions | Diagnostics | Preferences | Personalize Page | Close YWindow

Ahout this Pace

Figure 62

Updating My Information Module I, *‘MyBiz’ 25
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Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page displays allowing you
to print your education information. Select the ‘Continue Updating Your Information’ link to

continue adding education information.

Self Service Education Confirmation Notice

Confirmation

1. Education Level

2. Instructional Program

3. Year Degree / Cert Aftained
4. Credit Hours

5. Credit Type

6. Type of School

7. College-Major-Minar

8. Academic Institution Name

To print this page for your records, click on the print button belaiw:

Congratulations Last Mame, Fist Name your education has besn updated as of 16-Jul-2008 11:21:17 EDT.

Master's degree

Accounting and BusinessiManagement (520305)
1998

65

Semester Hours

College or University

Major Field of Study

Brandeis University, Waltham MA

What do you want to do now?
Cantinue Updating Your Information
“iew Your My Biz Account

Updating Education Information

Education information *added’ via *‘MyBiz’, Update My Information will reflect ‘Self Certified’
in the Education Update Source column. ‘Update’ existing self certified education information
by first selecting the radio button in the ‘Select” column and then selecting the ‘Update’ button.

Note: In this view, the ‘Self Certified” entry for the ‘Master’s and Bachelor’s degree are
grayed out and not updateable. Only “Self Certified’ entries that have an active radio

button in *Select’ column are updateable.

Education Infor meti

sn
Select Object: | Update | | [Add

Fducation Yian College.
Update Degree / Cen|Credit [Credit Type OF Major- [Academlc Institution
NS elect Saurce Fducation Level | ional Program Attained Hours |[Type School Minor ame

) Self Cartified Terminal Manufacturing
1

/

program.did not {150613)
complite
\A Salf Cartified Master's degrae -"“?‘“"-'i"‘l and 1990 D065 Semester Collage or  Major Field Drandeis University,
Busines:Management Hours University  of Study  Waltham MA
(520305)
Werilied Hachelors degres Husiness B2001) 197 120 Semester College or  Major Field University of
Hou of Study 1 e
Prahle Hariap Code Language Information L3 Fod Elhructy and Hace Colegory  Ermsrg I L Education Information

Figure 64
The “Update’ page displays existing information auto-populating the data fields (see Figure 66).
Update the information as appropriate. For additional information on a specific data field, select

the 10

Note: You will not be able to update or delete the following ‘Education Levels’ from
your personnel record once entered via ‘*‘MyBiz’, Update My Information- Education’:

Vocational/ Occupational Schools — certificate or diploma, Associate’s Degree
Bachelor’s Degree, and all other educational levels higher than a Bachelor’s

Degree.

Updating My Information
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Please contact your Human Resources Office to make changes to educational
entries for the levels identified above or if educational information needs to be
deleted.

P
,
-

To search for information for a specific data field, select the
and then select the ‘Submit” button.

or update your information

Note: In this example, ‘Credit Hours’ and ‘Credit Type’ were updated.

This section displays your education. By updating this information, you are self-cartifying the data you snter is valid Human Resources (HR) may request you provide

ng an additronal degree or vecational cetificale. For example, you have a Bachelors degree and you haa obtained a

R

=4

salect the =

Ta search for your spac

Incatad noxt to the data fisld you are updating.

Education Infermation
* Edutation Level [ Torminal innal pragram-.did not Fo
Instructional Pragram Tachnaloc (150617 Fo
Year Degras / Cent Attained

Cradit Hows D035
{example: 1510)

Credd Type  Semester Hours

Type Of Schoal &
Coege-MajorMinor &
Academic Institution Mare ,f,;
[Submit | [Cancel

Before education information is updated in the system, ‘Electronic Signatures’ must be
completed. To “Electronically Sign’ and verify ‘Education information’, select the ‘Process
Transaction’ button.

= LLECTRONIC SIGNATURE ==

Process T 1 o PROCESS THIS TRANSACTION
Cancel T J 1o not acl iedge and wish tn STOP this ransactlon.
MyBiz Suggestions | Disgnestics | Prefersnces | Porsonslize Page | Close Window
kg e Page
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Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page displays allowing you
to print your education information. Select the ‘Continue Updating Your Information’ link to

continue adding education information.

Self Service Education Confirmation Notice

Confirmation
Congratulations Last Mame, First Name your education has been updated as of 15-Jul-2008 11:43:13 EDT

1. Education Level Terminal occupational program--did not complete
2. Instructional Program Manufacturing Technology/Technician (150613)

3 Year Degres / Cert Attained

4. Credit Hours 35

5. Credit Type Semester Hours

6. Type of School
7. College-Major-Minor
8. Academic Institution Name

To print this page for your records, click on the print button below:

What do you want to do now?
Continue Updating Y our Infarmation
Wiew Your My Biz Account
Figure 67

Updated ‘Education Information’ displays.

Education Information

Select Object: |

Hours University  of Study

Education Year College-
Update Degree / Cert|Credit |Credit Type Of Major- Academic Institution
Select Source Education Level Instructional Program Attained Hours |Type School Minor Name
O Self Certified Termina_l Manufacturing 0035  Semester
occupational Technology/Technician Hours
program--did not {150613)
complete
Self Certified Master’s degree ACCP““““EI and 1998 0065 Semester College or Major Field Brandeis University,
Business/Management Hours University of Study  Waltham MA
(520309)
Verified Bachelor's degree  Business (520101) 1992 0120 Semester College or Major Field University of

Profile Handicap Code Language Information US Fed Ethnicity and Race Category Emergency Contact Infarmation Education Information

Massachusetts-Bost
Boston MA

Canc

Figure 68
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The Training tab contains employee’s training information.

Select the 21004 tah to add or delete your training information. The link takes you to the
Training Information page (Figure 70).

Profile Handicap Language Ethnicity and Race Emergency Contact Education Training

This section displays/captures your training courses that have been satisfactorily completed. to include Professional Military Education (PME). Entries you add
hrough My Biz are marked ‘Self Certified’. Human Resources (HR) may request you provide documentation for verification purposes

[Training from Defense Acquisition University (DAU) and some other sources are systematically updated. Please wait at least one month after training completion
before entering it to prevent duplication
Tips:

Training entries can be ‘Added’ or ‘Deleted’. To correct a Self Certified entry, delete and ‘Add’ the course data. Training not marked as ‘Self Certified’ can
only be updated by your training office.

Continued Service Agreements or Senice Obligations are recorded when an employee agrees to a semnice period(s) of time with an agency in return for the

agency authorizing a training event(s). To view your training related Service Obligation/Continued Sernvice Agreement: go to MyBiz, My Information, Personal
Tab, Service Obligation

Select the "Add’ button to add new training information
To ‘Delete’ self cerified training information, first select the training entry and then select the DELETE button

Training Information

Select Object: (Delete ) | (Add) 110 ¥ Next 1
Select Details Trng Update Source |Trng Course Title Trng Start Date Trng End Datq
O B-Show Self Certified Windows Server 2003 01-May-2009 05-May-2009

P> Show Verified SIMPLER LEAN VISUAL MANAGMENT DRXPI97970016VS 16-Jun-2005 16-Jun-2005
Select Object: (_Dslete | | (_add ) 1-10 | Mext 10 =

& TIP  To Print a Training Brief, select the button below
[]Select Date Range and Sort Criteria

Print Training Report )

Profile Handicap Language Ethnicity and Race Emergency Contact Education

Training

(Cancel

Figure 69

Adding Training Information. To add training information, select the 'A99_ button (Figure
70).

Note: The “Trng Update Source’ column will display with either “Verified’ or ‘Self
Certified’ in the “Trng Update Source’ data field column. To update training information
that is “Self Certified” as noted by an active radio button, you must delete the entire entry
and then “Add” the course data. You cannot update training information with “Verified’
since this information was previously entered and verified by Human Resources. In this
view, note that the *Verified’ training course radio button is grayed out and not
updateable. Additionally, “Verified’ training will include only those courses that were

satisfactorily completed. Contact your Human Resources Office for questions relating to
this information.

Training Information //

Select Object: (Delete ) | (Add ) 110 || Mext 1
Select Detai ource ITrng Course Title Trng Start Date ITrng End Datq
@] Show Self Certified Windows Server 2003 01-May-2009 05-May-2009

Show Verified SIMPLER LEAN VISUAL MANAGMENT DRXPIST970016V S 16-Jun-2005 16-Jun-2005
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Select Object: (Delete ) | (Add) 1-10 || Next 10 &
@ TIP  To Print a Training Brief, select the button below
[ Select Date Range and Sort Criteria

Print Training Report |

Profile Handicap  Language Ethnicity and Race Emergency Contact Education Training

| Cancel )

Figure 70

The *Add’ page displays (Figure 71). Enter mformatlon for your training update below For

additional information on a specific data field, select thel 2 In some instances the D will
reference the Office of Personnel Management (OPM) Standard Form (SF)-182 (Authorization,
Agreement and Certification of Training); so, a link has been provided to allow quick access to a
blank SF-182.

Notes:

1. To search for your specific training information, select the “o?yflashlight or
dropdown located next to the data field you are updating.
2. Enter start and end dates of training (dd-mon-yyyy) manually or use calendar.
¢ Note the date format and that hyphens are required. If ‘03-02-2008’ is
entered instead of ‘02-MAR-2008’, the system will populate the date as
03-FEB-2008. In instances where the training submitted includes a date
greater than the number 12 (e.g., 03-15-2008, instead of 15 Mar 2008 or 15-
03-2008), the system will display a format error.
e Entry of future dates will result in an error message that indicates the date
must be less than or equal to *sysdate’ (i.e., the current date).
e Calendars reflect a range of years, so users may need to select several times to
find the correct year (e.g., ‘Before 1995’; ‘Before1980’; etc.).
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3. If there are Training Costs, be sure to enter in format 0.00 - do not enter a dollar (‘$’)
sign. For example: 150.00, 232.00, 7.37, etc.

'Add Training Information

Employee
Employee Name Last, First
Work Email Address

Training Information

MNew Window

Training will be documented on a SF 182, Authorization, Agreen
view an example of the SF 182 via the OPM website go to h

| Submit | | Camn

Tip: A training addition will not be added if the Training Start Date’ and the ‘Course Title' are an exact match to a course already displayed in My Biz

ertification of Training

to a completion certificate if SF 182 is not available
s opm.goviforms/pdf filllSE182 pdf. T

: Right mouse click on link and select Open in

* |ndicates required field

_—

* Course Title

= Training Start Date

Training Details

= Training Duty Hours

L [ Be-

* Training End Date I:I =iel
= Training Mon-Duty Hours I:lﬁ)

Acquisition School Source

= Training Sub Type

vEH <

* Training Source

= Agency Type Code

* Training Delivery Type

* Priority Indicator

= Decision Source

* Training Purpose Type

Training Cost Details

* Training Travel Indicator | No v

* Tuition and Fees $
= Travel §

Other Details
Course Number Code

* Training Credit

= Training Accreditation Indicator (5

* Training Credit Type | Not Applicable

o

Training Designation Type

Training Update Source  Self Certified

| Submit | Cancel |

To search for information for a specific data field, using the

displays (Figure 73)

Updating My Information

Figure 71

)
o,
-

, the following Search screen
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Search and Select: Agency Type Code
(Cancel | | Select )

Search

To search for your specific training information, enter your information in the text field below or simply select the 'Go’ button to
view the entire list. To locate "‘Computer Software Appl, enter %Comp%, for various Computer software titles, then select 'Go'’.
To select your Type Code, select the "Quick Select’ icon next to your information.

Search By | Agency Type Code Description |+ (Go
Results
Select Quick Select Agency Type Code Agency Type Code Description

Mo search conducted.
About this Page

(Cancel | [ Select )

Figure 72

To obtain a quick list of information available, select the ‘Go’ button. Once the list displays,
select the “Quick Select’ icon next to your selection. To view more information, select the

Mext 10

link (Figure 7). Another search option is to use the wildcard (%) to conduct partial
searches on long lists/tables such as Acquisition School Source Description and Agency Type
Code.

For “‘Acquisition School Source Description” you may enter the beginning portion of the item
name, if known or any word (to include location/state abbreviation) in the item name if known,
such as %dau%, %college%, or %TX%. Similarly, for ‘Agency Type Code’ you may type the
beginning or other portion of the item name/number, if known, such as %NSPS%, %0OPM%,
%Princeton%, %executive%, %historical% or %301% and select ‘Go’ (Figure 74). If search
such as %A&M% does not provide the desired result, try %A & M% (spaces between
letters/characters can produce in different results).

Once information is located, select it by selecting the ‘Quick Select’ icon or selecting the radio
button in the *Select’ column and then selecting the ‘Select’ button.
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Search and Select: Agency Type Code
| Cancel ) | Select )
Search

To search for your specific training information, enter your information in the text field below or simply select the 'Go’ button to
view the entire list. To locate Computer Software Appl, enter %Comp%, for various Computer software titles, then select 'Go’.
To select your Type Code, select the "Quick Select’ icon next to your information.

Search By Agency Type Code Description + (Go

Results ‘//

1-10 % | MNext 10 =

Select  Quick Select  Agency Type Code Agency Type Code Description
O = 07ACQ DLA-Acquisition
@] = 0TAFB DLA-Accounting, Auditing, Budget & FinMgt
O = 07TAVN DLA-Aviation
O % 0vBSM DLA-Business Systems Modernization
O = 07BUS DLA-General Business
O paat s 07CIP DLA-Corporate Intern Program
O = 07CMM DLA-Commodities
C = ovcom DLA-Communications
C ] 07DAU DLA-Defense Acquisition University
Figure 73
Search

To search for your specific training information, enter your information in the text field below or simply select the ‘Go’ button to
view the entire list. To locate ‘Computer Software Appl’, enter %Comp%, for various Computer software titles, then select 'Go'’.
To select your Type Code, select the "Quick Select’ icon next to your information.

Search By | Agency Type Code Description ¥ | [NSPS% Go | &—

Results
< Previous 10 [ 3140 % | Next 10 &

Select  Quick Select Agency Type Code Agency Type Code Description
O % NSPKE MSPS - iSuccess Web Based Training (Emp)
4] = NSPLE MSPS - Pay Pool Web Based Training (Emp)
O == NSPPA MSPS - Change Management (Admin)
O % NSPPC MSPS - Change Management (Counsel)
@ % MSPS - Change Management (Emp)
O == NSPPH MSPS - Change Management (HR)
O == NSPPS MSPS - Change Management (Supv)
C % NSPPT MSPS - Change Management (TrainTheTrainer)
O = NSPPX MNSPS - Change Management (Sr Exec)
O = NSPQA MSPS - Communication (Admin)

[

< Previous 10 [ 3140  + | Next 10 &=

Figure 74
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The selected information auto populates into the appropriate data field (Figure 76).

Add Training Information
| Submit ) | Candg
Tip: A training addition will not be added if the Training Start Date’ and the ‘Course Title" are an exact match to a course already displayed in My Biz

Employee
Employee Mame Last, First
Work Email Address

Training Information

Training will be documented on a SF 182, Authorization, Agreement and Certification of Training or refer to a completion certificate if SF 182 is not available
view an example of the SF 182 via the OPM website go to https://www.opm.gowforms/pdf filiSF182. pdf. Tip: Right mouse click on link and select Open in
[\] (=1} 'v"vriﬂdD‘a‘.f

= |ndicates required field
* Course Title

= Training End Date l:l @

* Training Mon-Duty Hours I:lﬁ)
£ 4o

= Training Start Date

Training Details
= Training Duty Hours

Acquisition School Source
= Training Sub Type VL@

* Training Source v

= Agency Type Code |NSPS - Change Management (Emp)
* Training Delivery Type Vl.@
= Priority Indicator VL@
* Decision Source v |.@
= Training Purpose Type VL@

Figure 75

Once all the applicable information is entered, select the ‘Submit’ or *‘Cancel’ button (Figure
76). If you choose to ‘Submit’ but have not entered all required data, i.e., those marked with an
asterisk (**”), you will receive an error message that indicates the missing value (Figure 77).

* |ndicates required field
= Course Title |NSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS |.@

= Training Start Date |02-Mar-2008 | [@](3 = Training End Date |02-Mar-2008 | [@
Training Details

= Training Duty Hours = Training Mon-Duty Hours

Acquisition Schoal Source | ,,5?@
= Training Sub Type | Mandated Training VL@
* Training Source | Government Internal Vl.@

PLe
* Training Delivery Type | Technology Based (Software tutorials, CD ROM, Web-based, Interactive media, etc) V|.@
* Priority Indicator | Critical/lMandated v |.@

= Decision Source | Mandated NOT Organization Annual Training Plan or Individual Development Plan V|.@

= Agency Type Code |NSPS - Change Management (Emp)

* Training Purpose Type | Future Staffing Needs v |.@

Training Cost Details

* Training Travel Indicator | No v

= Tuition and Fees 5 |00 |.@ * Books & Material Costs §
Other Details

Course Mumber Code :@ = Training Accreditation Indicator | Not Applicable v (2
= Training Credit |00 I.GJ = Training Credit Type |N0t Applicable VL@
Training Designation Type hd |.@ Training Update Source Self Certified

Submit JAL Cancel |

Figure 76
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Microsoft Internet Explorer
' Form validation failures:
[} A value must be entered for "Training Purpose Type®,

Figure 77

Before training information is updated in the system, an ‘Electronic Signature’ must be

completed. To Electronically Sign and verify training information, select the ‘Process
Transaction’ button (Figure 78).

ICE MyBiz ICEPAAWS Home Logout Prefed

*** ELECTRONIC SIGNATURE **

VWARNING: Be advised that any false statement in this transaction, or willful misrepr tati is a viol of the law punishable by a fine of not mor|

than $10,000 or imprisonment of not more than 5 years, or both, according to federal law. Additionally, this may result in disciplinary action up to and
including removal from Federal employment.

By clicking the 'Process Transaction' button, | understand that my DCPDS Portal login information is my electronic signature in effecting this transactio
(_Process Transaction ) | acknowledge and wish to PROCESS THIS TRANSACTION

(_Cancel Transaction ) | do not acknowledge and wish to STOP this transaction.

ICE MyBiz | ICE PAA V3 | Home | Logout | Preferences

Figure 78

Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page (Figure 79) displays
allowing you to print your training information. Select the ‘Continue Updating Your
Information’ link to continue adding training information.
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Confirmation

9. Training Delivery Type

10. Acquisition School Source
11. Priority Indicator

11. Decision Source

12. Training Purpose Type
13. Training Travel Indicator No
14. Tuition and Fees

15. Books & Material Costs

16. Travel

17. Per Diem

18. Course Number Code

19. Training Accreditation Indicator NA
20. Training Credit

21. Training Credit Type

22 Training Designation JTvpe

Not Applicable

1. Course Title SUPERVISORS
2_Training Start Date 02-Mar-2008

3. Training End Date 02-Mar-2008

4. Training Duty Hours 04

5. Training Non Duty Hours 00

6. Training Sub Type Mandated Training
7. Training Source Government Internal
8. Agency Type Code

Critical/Mandated

Mandated NOT Organization Annual Training Plan or
Individual Development Plan
Future Staffing Needs

Congratulations Last, First, your training has been updated as of 29-Jun-2009 16:20:04 CDT.

NSPS ADAPTING TO CHANGE FOR NON-

NSPS - Change Management (Emp)
Technology Based (Software tutorials, CD ROM, Web-
based, Interactive media, etc)

[ Print Confirmation |

Continue Updating Your Information
[—iew vour Wy Biz Accoy

Figure 79

Select the “View Your ‘MyBiz’ Account’ if you would like to view all training entries. Once in
this view (Figure 80), you are able to print a report and have the option of selecting the date

range and sort criteria.

Training Information
Select Object: (Delete ) | (Add)

Select Details Trng Update Source |Trng Course Title

Trng Start Date

1-10 | Dlext 10
Trng End Date

O B*Show Self Certified
O B*Show Self Certified

Windows Server 2003
NSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS

B> Show Verified
Show Verified

Show Verified
Show Verified
Show Verified
Show Verified
Show Verified

VVVVVVY

Show Verified

SIMPLER LEAN VISUAL MANAGMENT DRXPI97970016VS
WRITING PURPOSES AND

CIV SUPV CRS

USAF CIV SUPV CRS

EOT 2000

RESUMIX TNG

WATERMARK ENTERPRISE

PC DOCS 5YS ADMIN

Select Object: (Delete ) | (LAdd )
(¥ TIP  To Print a Training Brief, select the button below
[ Select Date Range and Sort Criteria

Frint Training Report | <¢—

\

01-May-2009
02-Mar-2008
16-Jun-2005
01-Mar-2005
05-Apr-2001

09-Mar-2001

17-5ep-1997
23-Apr-1997

29-Mar-1996
28-Mar-1996

05-May-2009
02-Mar-2008
16-Jun-2005
18-Mar-2005
05-Apr-2001

09-Mar-2001

17-5ep-1997
23-Apr-1997

29-Mar-1996
28-Mar-1996

1-10 % | Dlext 10

Figure 80
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If you choose to select a date range/sort, you are prompted to provide necessary selections
(Figure 81). Please refer to Note 2 on pg 30.

@ TIP To Print a Training Brief, select the button below
[+] Select Date Range and Sort Criteria

From Date To Date
(example: 13-Jun-2009) (example: 13-Jun-2003]
Sort ltem | Training Start Date b Sort Order | Descending ¥
Print Training Repart |
Profile Handicap Language Ethnicity and Race Emergency Contact Education Training
Figure 81

Once selections are made, or you choose to print all, select ‘Print Training Report’ (Figure 81).
You will receive a File Download prompt (Figure 82) with the options of opening and printing
the file, or saving to your personal computer.

=

File Download

Do you want to open or zawve this file?

ﬂ?& Mame: TrainingBrief,pdf
Rk Type: Adobe Acrobat Document
From: fredns.dcpds.cpms.osd.mil

[ Open ] [ Save ] [ Cancel ]

While files from the Intemet can be useful, some files can potentially
ham your computer.  you do not trust the source, do not open or
sawve this file. What's the rsk?

Figure 82

If you open for print, you will receive a report published in Adobe Reader (“.pdf’) (Figure 83).
Please note in the sample report that the first screen is only page one of three, so you will need to

select the down arrow 4 to obtain the succeeding pages.
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Page Navigation

Completed Training History for Last, First

28-JUN-2000

TRNG START
DATE

TRNG END
DATE

COURSE TITLE

HOURS

TRNG DELIVERY

COURSE
NUMEBER

CREDIT

TRNG
CREDIT TYPE

TRNG
DESIGHATION

TRNG UPDATE
SOURCE

01-MAY-2008

03-MAY-2002

Windows Server 2003

On the Job (Detail
assignmentsiprogra
ms)

02-MAR-2008

02-MAR-2008

NSPS ADAPTING TO
CHANGE FOR
MNON-SUPERVISORS

]

Mot
Applicable

Self Certified

Eﬁnaugy Eaced
[Software tutorials,
CD ROM,
Web-basad,
Interactive media.
etc)

0o

Mot
Applicable

Self Certified

16-JUN-2005

18-JUN-2005

SIMFLER LEAN
VISUAL MANAGMENT
DRXPIG7O70018VE

Tagmonal
Classroom (no
technology,
classroom at

0o

Mot
Applicable

Verified

school
Tlaa'ﬁu)ﬁl
Classroom (no
45 technology, oo
classroom at
school)
Traditicnal
Classroom (no
technology, oo
classroom at

16 ended [Test or 0
Equivalency)
%mmai
Classroom (no
technology, oo

classroom at
school)
Traditional
Classroom (no
technology,
classroom on-site)

Figure 83

01-MAR-2005

WRITING PURPOSES
18-MAR-2005 | sy

Not )
Applicable Verified

05-APR-2001 | 05-APR-2001 |CIV SUFV CRS 16 Verified

Mot
Applicable

02-MAR-2001 | 09-MAR-2001 |USAF CIV SUPV CRS Nﬁ Verified
Applicable

Mot x
17-SEP-1807 | 17-SEP-1927 |EQT 2000 4 Applicabl Verified

- Not )
23-APR-1997 | 23-APR-1807 |RESUMIX TNG 18 0 | gt Verified

Should you choose the save option in Figure 82, you will be prompted to select the location for
the file (Figure 83).

Save As

Savein: | 3 Test Plan_11JUNDS

My Recent
Documents

File name: Save

|T|E|ining Erief

Save as type: |A\:|Dbe Acrobat Document Cancel

Figure 84

Updating My Information Module I, ‘MyBiz’ 38



August 2010

Deleting Training Information. Should you choose to delete a self-certified entry, select the

radio button for the appropriate course, then select the \Delete ) putton (Figure 85).

[Training Ipkormation
Select Ohject: | Delste

110 % | Next 10

Select Object: (Delete | | (_Add )

[FTIP  To Print a Training Brief, select the button below
[ Select Date Range and Sort Criteria

[ Print Training Report )

Select Details Trng Update Source |Trng Course Title Trng Start Date Trng End Date
B* Show Self Certified Windows Server 2003 01-May-2009 05-May-2009

@)?SIA Self Certified NSPS ADAPTING TO CHANGE FOR NON-SUPERVISORS 02-Mar-2008 02-Mar-2008
B> Show Verified SIMPLER LEAN VISUAL MANAGMENT DRXPIS7970016V S 16-Jun-2005 16-Jun-2005
B> Show Verified WRITING PURPOSES AND 01-Mar-2005 18-Mar-2005
B> Show Verified CIV SUPV CRS 05-Apr-2001 05-Apr-2001
B=Show Verified USAF CIV SUPV CRS 09-Mar-2001 09-Mar-2001
B> Show Verified EOT 2000 17-5ep-1997 17-5ep-1997
B> Show Verified RESUMIX TNG 23-Apr-1997 23-Apr-1997
B> Show Verified WATERMARK ENTERFPRISE 29-Mar-1996 29-Mar-1996
B> Show Verified PC DOCS SYS ADMIN 28-Mar-1996 28-Mar-1996

110 v | Mext 10

Figure 85

You will receive a warning prompting another decision (Figure 86).

Department of Defense

/™ Warning

ICE MvBiz

ICE PAA VY Home Logout Preferences

Training Information will be permanently deleted from your record. Do you want to Continue?

(Mo ) [ Yes)
ICE MyBiz | ICE PAANS | Home | Logout | Preferences

Figure 86

Updating My Information
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If you select ‘No’, you will be returned to the Training Information view (Figure 83). If you
select “Yes’, you will receive a notice confirming the deletion (Figure 87).

Confirmation
Congratulations , your training has been deleted as of 29-Jun-2009 16:39:20 CDT.

NSPS ADAPTING TO CHANGE FOR NON-

1. Course Title SUPERVISORS

2. Training Start Date 02-Mar-2008

3. Training End Date 02-Mar-2008

4. Training Duty Hours 04

5. Training Non Duty Hours 00

6. Training Sub Type Mandated Training

7. Training Source Government Internal

8. Agency Type Code NSPS - Change Management (Emp)

9. Training Delivery Type Technology Based (Software tutorials, CD ROM, Web-
: based, Interactive media, etc)

10. Acquisition School Source

11. Priority Indicator CriticallMandated

Mandated NOT Organization Annual Training Plan or

Individual Development Plan

12. Training Purpose Type Future Staffing Needs

13. Training Travel Indicator No

14. Tuition and Fees

15. Books & Material Costs

16. Travel

17. Per Diem

18. Course Number Code

19. Training Accreditation Indicator Not Applicable

20. Training Credit

21_Training Credit Type Not Applicable

22_Training Designation Type

11. Decision Source

To print this page for your records, click on the print button below:

('Print Canfirmatian )

What do you want to do now?

Continue Updating Your Information
fiew Your My Biz Account

Figure 87
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The Certifications/Licenses tab contains employee’s Certifications/Licenses information.

Select the Cetificationsilicenses tap tg add or delete your certifications/license information. The
link takes you to the Certifications/Licenses page (Figure 87).

Profile Handicap Language Ethnicity and Race Emergency Contact Education Training Certifications/Licenses
This section displays your Certifications/Licenses. By updating this information, you are self-certifying the data you enter is valid. Human Resources (HR) may req
you provide documentation for verification purposes. ltems that you cannot select can only be updated by HR.
Certifications/Licenses — Other Occupational and Professional Information does not include the capability to update acquisition or Information Assurance certificati
TIPS:
When adding certifications/licenses, you will be asked if you received training, and If so, to link the certification to the specific training entry. If, as a
prerequisite to the award of this certification/license you did receive training, request you review your training history BEFORE adding the certification/licen|
to ensure the training is on file. Go to the Training Tab in My Biz to review/add entries
To Add select the "Add” button
To ‘Delete’ select the entry and then select the Delete’ button
To correct a Self Certified entry, delete and ‘Add’ the certification/license data. If the Certifications/Licenses Update Source is blank or Verified'. the data w
input by Human Resources. "Self Certified’ indicates the record was input by the employee. Only those entries with a selection button can be corrected. F
others, please contact Human Resources to correct
Certifications/Licenses — Other Occupational and Profi ional Information:
Select Object: (Delete | | [_Add ) 1-10 v Next 1
Select Details Cert/Lic Update Source Certification/License Date Issued Expiration Date
B=Show Verified Wastewater Treatment Opr
B> Show Verified Chief Mate Stm & Mtr - Great Lakes 08-Nov-2009 08-Nov-2008
B=Show Verified Six Sigma Black Belt 08-Nov-2009 18-Nov-2008
Figure 87

Adding Certification/Licenses Information. To add certification/licenses information, select the
\Add putton (Figure 87).

Note: The “Cert/Lic Update Source’ column will display with either “Verified” or *Self
Certified’ in the “Cert/Lic Update Source’ data field column To correct a Self Certified
entry, delete and 'Add' the certification/license data. If the Certifications/Licenses Update
Source is blank or "Verified', the data was input by Human Resources. 'Self Certified'
indicates the record was input by the employee. Only those entries with a selection button
can be corrected. For all others, please contact Human Resources to correct.

Select Object: |
Select Details | Cert/Lic Updete—5on Certification/License Date Issued Expiration Date
7 b>Show Self Certified Chief Mate Mtr Ltd Coast 15-Sep-2009
B> Show Verified 2nd Cl Radio Telegraph Operator 08-Aug-2009
) B Show Self Certified 1st Asst Engr Mtr 4000 HP & Less 18-May-2009
O P~ Show Self Certified Chief Mate Stm Unltd 22.Feb-2009
O b>Show Self Certified Cert in Executive Logistics Management (SOLE/ALMC) 12-Feb-2009
@TIP To Print a Certifications/Licenses Brief, select the button below
Print Certifications/Licenses Report )
Profile Handicap Language Ethnicity and Race Emergency Contact Education Training Certifications/Licenses
| Cancel
Figure 88

The *Add’ page displays (Figure 88). Enter information for your certification/license update
below. For additional information on a specific data field, select the 0
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1. To search for your specific certification/license information, select the "E?flashlight

or “Idropdown located next to the data field you are updating.

2. Enter date fields using the format (02-MAR-2009) manually or the use calendar.
¢ Note the date format and that hyphens are required. If ‘03-02-2008’ is
entered instead of ‘02-MAR-2008’, the date will be entered as 03-FEB-2008.
Entry of future dates will result in an error message that indicates the date
must be less than or equal to *sysdate’ (i.e., the current date).
e Calendars reflect a range of years, so users may need to select several times
to find the correct year (e.g., ‘Before 1995’; “‘Before 1980’; etc.).
3. If there are costs, be sure to enter in format 0.00 - do not enter a dollar (‘$’) sign. For

example: 150.00, 232.00, 7.37, etc.

Add Certifications/Licenses—Other Occupational and Professional Information

Information: This section captures your Certifications/Licenses. By adding this information you are self-certifying the data you enter is valid Human Resources (HR)
may request you provide documentation for verification purposes. Some information can only be updated by HR
Employee
Employze Name
Work Email Address

Certifications/Licenses Inf

*Indicates required field
« Type of CertificationiLicense ,g')@

(eubmt) (Ganeel

* Date Certification/License Issued

A A

Date Certification/License Expires

exa
* InitialRenewal -3
NOTE: If, as a prerequisite to the award of this certification/license you did receive training, go to the Training Tabin MyBiz' to ensure the trainingis on file BEFORE
adding the certification/license.
« Training to Obtain a License? -0
* Training to Obtain a Certification? - D
Course Title F4o)

Class Graduation Date

<&
<
Government Amount Paid 00 2 <
Date Paid =l
HOTE: Date Paid should be prior to date Certification/License ssued
Funding Source -3

(cubmt ) (ancel

Figure 89

£
o
I

To search for information for a specific data field, using the
displays (Figure 90)

, the following Search screen

Search and Select: Type of Certification/License

Search

Select the "go” button. Select the 'Quick Select’ icon next to your selection.

Mo search conducted.

(cancsl ) | Selsct )

Enter a value in the text field. You can use the wild card (%) to conduct partial searches. such as %Cert% or %Nurse%.

Search By Type of Cerification/License Description ~ Go )
Results
Select Quick Select Type of Centification/License Code Type of Certification/License Description

(Cancel | [ Select )

Figure 90
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To obtain a quick list of information available, select the *‘Go’ button. Once the list displays,
select the “Quick Select’ icon next to your selection. To view more information, select the

Hed 10 jing (Figure 91). Another search option is to use the wildcard (%) to conduct partial

searches on long lists/tables such as %Cert% or %Nurse%.

Once information is located, select it by selecting the ‘Quick Select’ icon or selecting the radio
button in the *Select’ column and then selecting the ‘Select’ button.

Search and Select: Type of Certification/License
| Cancel ) | Select )

Search
Enter a value in the text field. You can use the wild card (%) to conduct partial searches, such as %Cent% or %MNurse%.
Select the "go” button. Select the "Quick Select’ icon next to your selection.

Search By Type of Certification/License Description ~ % [Go ) —

Results /

110 = Mext 10 =

Select Quick Select Type of Certification/License Code Type of Certification/License Description
% 1LG Chief Mate Stm & Mtr - Great Lakes
= MC Chief Mate Mtr Ltd Coast
= MO Chief Mate Mtr Offshore & Oil
== MU Chief Mate Mtr Unltd
% 1RO First Class Radiotelegraph Operator's Certificate
= 15C Chief Mate Stm Ltd Coast
Figure 91

The selected information auto populates into the appropriate data field (Figure 92).

Information: This zection captures your Cedificationz/Licenzes . By adding thiz information you are selfceifying the data you enter i valid. Human Resources (HR)
mary recquest vou provide documentation for verification purposes. Some information can only be updated by HR.
Employee
Employee Mame
Wiork Email Address

Certifications/LicensesInformation
*Indicates required fisld

* Type of Certification/License Chief Mate Mtr Unltd Q?.@
+ Date Certification/License lssued
fexample: 16-Now-2000)
Diate CedificationiLicense Expires
fexample: 16-Now-2009)
* InitialFenewal v i3

HOTE: If, a5 a prerequisite tothe award of this cerificationficense you did receive training, go tothe Training Tabin WMyBiz' to ensure the training iz on file BEFORE
adding the cerificationlicensze.

* Training to Ohtain & License? - D
* Training to Obtain a Certification? - [T
Course Title 4,9?.@
Class Graduation Date
Government Amount Paicl L1} @
Date Paid o
HOTE: Date Paid should be prior to date Certification/License lssued.
Funding Source o]
Figure 92
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If “Training to Obtain a License” or “Training to Obtain a Certification” is equal to “Yes” then
you must select the training “Course Title”.

NOTE: If, as a prerequisite to the award of this certification/license, you did receive
training, go to the Training Tab in ‘My Biz’ to ensure the training is on file BEFORE
adding the certification/license.

o,
I

If training was received, select the to list all the training you attended. Then select the
appropriate training record to associate with the Certification/License.

Once all the applicable information is entered, select the ‘Submit’ or *Cancel’ button (Figure
93). If you choose to ‘Submit’ but do not enter all required data, i.e., those marked with an
asterisk (**”), you will receive an error message that indicates the missing value (Figure 94).

Add Certifications/Licenses— Other Occupational and Professional Information /
(umat ) (Cancel
Information: This section captures your Certifications/Licenses , By adding this information you are self-certityingthe data you enter is valid, Human Resources (HR)
may request you provide documentatian for verification purpases. Same information can only be updated by HR.
Employee
Employes Hame
Wiork Email Address

Centifications/Licenses Information
Indicates required fiskd
*+Type of Cerfification/License  Chief Mate Mir Unitd .,{ jo]
- Date Cerfification/License lssusd 06-Dec-2007
(example: 16-Hov-2009)
Date Certification/License Exgires 05-Dec-2010
(exampl: 16-Hov-2008)
*InfislRenswal  Initial [
NOTE: If, &5 a prerequisitetothe award ofthis certificationAicense you did receive training, gotothe Training Tabin MyBiz' to ensure the trainingis on file BEFORE
adding the certificationficense.
= Training to Obtain & License? Yes v [0
*+ Training to Obtain & Certification? Ho [0
Course Ttle  DOROTHY_TES T_CERTIFICATION ,,5?@

Class Graduation Date

Governiment Amourt Paic 00 o
Date Paic BEo®
HOTE: Date Paid should be prior to date Certification/License lssued.
Funding Source  Self - Employee 5
Figure 93
i -
Windows Internet Explorer LJ&

Form validation failures:
l % Avwvalue must be entered for "Date Certification/License Issued”.

Figure 94
Before certifications/licenses information is updated into the system, an ‘Electronic Signature’
must be completed. To Electronically Sign and verify Certifications/Licenses information, select
the “Process Transaction’ button (Figure 95).
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ICE MyBiz ICEPAAWS Home Logout Prefed

*** ELECTRONIC SIGNATURE ***

VWARNING: Be advised that any false statement in this transaction, or willful misrepr is a vi of the law punishable by a fine of not mor|
than $10,000 or imprisonment of not more than 5 years, or both, according to federal law. Additionally, this may result in disciplinary action up to and
including removal from Federal employment.

By clicking the 'Process Transaction' button, | understand that my DCPDS Portal login information is my electronic signature in effecting this transactio

[ Pracess Transaction ] | acknowledge and wish to PROCESS THIS TRANSACTION

[_Cancel Transaction ) | do not acknowledge and wish to STOP this transaction.

ICE MyBiz | ICE PAA V3 | Home | Logout | Preferences

Figure 95

Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page (Figure 96) displays
allowing you to print your certifications/licenses information. Select the *Continue Updating
Your Information’ link to continue adding certifications/licenses information. If you select
‘Cancel Transaction’, you will be returned to main page of Certifications/Licenses.

e
Self Service Certification/ License Confirmation Notice

Confirmation
Congratulations Last, First, your cerification/license been updated as of 19-Oct-2009 09:41:35 CDT.

Cert in Executive Logistics Management

1. Type of Certification/License (SOLE/ALMC)

2. Date Certification/License Issued 05-Jan-2009

3. Date Certification/Licese Expires

4_InitialRenewal Initial Annual

5. Training to Obtain a License? Yes

6. Training to Obtain a Certification? No

7. Course Title UNIX TRNG

8. Class Graduation Date 05-May-1995

9. Date Paid 05-Jan-2009

10. Gov Amount Paid 75

12. Funding Source Military Reserves
| Print Confirmation

What do you want to do now?

Continue Updating “Your Information
View Your My Biz Account

Figure 96
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Select the “Update My Information’ and the *Certifications/Licenses’ tab if you would like to

view all certifications/licenses entries. Once in this view (Figure 97), you can select the B
get more details on the certification/license. You also have a ’Print Certifications/Licenses
Report.”

(0]

Profle  Handicsp  Lanquage  Ethnicity and Race Emergency Contact Education  Trainng | Certifications/Licenses
[This section displays your Certifications/Licenses. By updating this information, you are self-certifying the data you enter is valid Human Resources (HR) may request
you provide documentation for verification purposes. fems thatyou cannot select can only be updated by HR.
LLicznses - Other O ional and ion does not include the capabiity to update acquistion or Information Assurance certifications
[rips:
When adding certifications/icenses, you wil be asked if you received training, and ifso, to ink the certification to the specifictraining entry. If, as a
prerequisite to the award ofthis certification/icense you did receive training, requestyou review your training history BEFORE adding the certification/icense
10 ensure the training is on file. Go to the Training Tab in iy Biz to review/add entries.
To Add select the Add” button
To Delete’ select the entry and then select the Delete’ bution
To correcta Self Certified entry, delete and ‘Add'the certificationficense data. Ifthe Certifications/Licenses Update Source is blank or Veerified! the data was
input by Human Resources. ‘Self Certified'indicates the record was input by the employee. Only those entries with a selection button can be corrected For all
others, please contact Human Resources to correct
i ions/Licenses — Other and Information
select Object: (Leiek) | (gai 10 = Mext10
|Saloet-prmmECETTTI tpsste-Source. |certification/License |pate I1ssuea | Date
1> Show Verified Wastewater Treatment Opr
1> Shows Verified Six Sigma Black Belt 08-Hov-2009 18ov-2008
1> Show Verified Chief Mate Stm & Mir-Great Lakes 08-Hov-2009 08-ov-2008
I Show Self Certified Six Sigma Black Belt 02-Hov-2009
P Show 4— Licensed Landscape Architect 30-0ct-2009
I Show Verified Certified Defense Financial Manager 01-0ct-2009 02.0ct-2010
O >Show Self Certified Project Management Professional <PMix 28-Sep-2009 28-Sep-2010
I Show Self Certified Asbestos Inspector 02Feb-2009 01-ov-2012
I Show Self Certified Certified CostEngineer <AACE> 17-Hov-2008
1= Show: Self Certified Chief Mate Mtr Unitd 06-Dec-2007 05-Dec-2010
Select Object: (Lelele ) | (& =10 v Hext 10)
d
[@TIP  To Print a Certifications/Licenses Brief, selectthe button beiow @
(Prit Cetnicatiorsicenses keport ) &

Figure 97

Once you select “Print Certifications/Licenses Report’ (Figures 97), you will receive a File
Download prompt (Figure 98) with the options of opening and printing the file or saving to your
personal computer.

File Download I&

Do you want to open or save this file?

2 Name: CertificationBrief.pdf
| ke Type: Adobe Acrobat Document
From: sylvestr.dcpds.cpms.osd.mil

Open ][ Save ][ Cancel l

harm your computer. i you do not trust the source, do not open or

i '3- | While files from the Intemet can be useful, some files can potentially
= save this file. What's the risk?

Figure 98

If you open for print, you will receive a report published in Adobe Reader (*.pdf’) (Figure 99).

If your report contains multiple pages, select the down arrow A 4 to obtain the succeeding pages.
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File Edit View Document Tools Window Help

= @ & ® 6e2% - | = k3| Find -

1=

Certifications/Licenses for 02-DEC-2009
TYPE of CERTIFICATIONILICENSE DATE ISSUED EXPIRATION DATE
Six Sigma Elack Belt 0B-MOW-2002 18-MOV-2008
Chief Mate St & Mtr - Great Lakes 08-MOW-2008 03-NOW-2008
Six Sigma Elack Belt 02-MOW-2009
Licensed Landscape Architect 30-OCT-2005
Certified Defense Financial Manager 01-OCT-2008 02-0CT-2010
Project Management Professzional <PMI= 2B-5EP-2008 28-5EP-2010
Ashestos Inspector 02-FEB-2009 01-KNOW-2012
Cenified Cost Engineer <AACE> 17-MOV-2008
Chiewsfmrm\ 068-DEC-2007 05-DEC-2010
Chief Mate T OmTd 08-DEC-2007

Figure 99

Should you choose the save option, you will be prompted to select the location for the file
(Figure 100).

‘ Organize ~ @z Views - . New Falder

Name Date modified Size Folder path -

FF Documents | Contacts | Desktop
More » 5 | rlie rolder
Folders v . Do(uments Rl annlnads
'- e Folder

FEl Contacts
FD Desktop E Fa\rnrltes Links
FF Documents = e

~ITrg.000

m

2006-10-28 #ﬁ\ Music Pictures
| Adaptec . \ .
= W Saved Games n Searches
cCM ~ | File Enlder W’ File Enler -
File name: CertificationBrief -
Save as type: | Adobe Acrobat Document ']

“ Hide Folders
Figure 100

Deleting Certifications/Licenses Information. Should you choose to delete a self-certified entry,

select the radio button for the appropriate course then select the \2elete ) putton (Figure 101).
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Select Details Update Source Certification/License Date Issued Expiration Date
b~ Show Self Certified Chief Mate Mtr Ltd Coast 15-Sep-2009
b= Show Verified 2nd Cl Radio Telegraph Operator 08-Aug-2009
Shﬂ Self Certified 1st Asst Engr Mir 4000 HP & Less 18-May-2009
= b»Show Self Certified Chief Mate Stm Unltd 22-Feb-2009
B Show Self Certified Cert in Executive Logistics Management (SOLE/ALMC) 12-Feb-2009
P~Show Self Certified Cert in Executive Logistics Management (SOLE/ALMC) 05-Jan-2009

@TIP To Print a Certifications/Licenses Brief, select the button below
|_Print Certifications/Licenses Repor‘tj

Figure 101

You will receive a warning prompting another decision (Figure 102).

Department of Defense
ICE MyBiz ICE PAA V3 Diagnostics Home Logout Preferences

/\ Warning

Certifications/Licenses Information will be permanently deleted from your record. Do you want to Continue?

—
I Mo | | ¥es

ICE MyBiz | ICE PAA V3 | Diagnostics | Home | Logout | Preferences

Figure 102

If you select ‘No’, you will be returned to the Certifications/Licenses Information view. If you
select “Yes’, you will receive a confirmation notice for the deletion (Figure 103).

Self Service Certification/ License Confirmation Notice

Confirmation

Congratulations

your cerificationficense has been deleted as of 02-Dec-2009 13:05:53 C

1. Type of Certification/License

12. Funding Source

Project Management Professional

2. Date Certification/License Issued 28-Sep-2009

3. Date Certification/License Expires 28-Sep-2010

4. Initial/Renewal Initial

5. Training to Obtain a License? No

6. Training to Obtain a Certification? Yes

7. Course Title DOROTHY_TEST_CERTIFICATION
8. Class Graduation Date 04-Sep-2009

9. Date Paid 04-Sep-2009

10. Gov Amount Paid 3100.00

11. Actual Amount Paid 3100

Oper & Maint - Activity Level

| Print Confirmation |
What do you want to do now?
Continue Ugdatmg Your Information
View Your My Biz Account
Figure 103

Updating My Information
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The Awards and Bonuses tab contains employee’s Awards and Bonuses information. Select

the Awards and Bonuses tap tg take you to the awards information. Please note that user can

only add ‘non-monetary awards’. All monetary awards must be added by Human Resources
(HR).

Adding Awards Information. To add awards information, select the A4 putton (Figure 104).

Note: The ‘Award Update Source’ column will display with either “Verified’ or “Self
Certified’. To correct a Self Certified entry, delete and 'Add' the Award data. If the
Award Update Source is blank or "Verified', the data was input by HR. 'Self Certified'

indicates the record was input by the employee. Only those entries with a selection button
can be corrected. For all others, please contact HR to correct.

wards and Bonuses
Belect Object: (Lelete ) N[ &dd )

Felect Award Update Source Date Award Earned Award Type [.—.mu.:m DEHours: j|Award Percentage IAward Agency

Verified 05-0ct-2005 Performance Award $4500 Department of the Army

Verified J0-Aug-2004 Outstanding Performance Award $4500 Department of the Army

Verified 17-Jul-2003 Outstanding Performance Award $2500 Department of the Army

Verified 17-Dec-2002 Performance Award $M47 Department of the Army
BTIP  To Print Awards Information, selectthe button below

Friat_Awvards 1tormatior KEDDI‘T:I

Figure 104

The *Add’ page displays (Figure 104). Enter information for your award update. For additional
information on a specific data field, select the O

Notes:
1. To search for your specific Award Type and Award Agency information, select the

’ﬁi"?flashlight located next to the data field you are updating.
2. Enter date fields using the format (02-MAR-2009) manually or the use calendar.

¢ Note the date format and that hyphens are required. If ‘03-02-2008’ is
entered instead of ‘02-MAR-2008’, the date will be entered as 03-FEB-2008.
Entry of future dates will result in an error message that indicates the date
must be less than or equal to *sysdate’ (i.e., the current date).

e Calendars reflect a range of years; so, users may need to select several times
to find the correct year (e.g., ‘Before 1995’; ‘Before 1980’; etc.).
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Add Awards (Non Monetary) Information
(_Submit

Information: This section captures your Awards . By adding non-monetary award you are self-certifying the data you enter is valid. Human Resources (HR) may
you provide documentation for verification purposes

Tip: An AWARD addition will not be added if the "Award Information” is an exact match to an award already displayed in MY Biz
Employee
Employee Name
Work Email Address

Add Awards Information
#* |ndicates required field
= Date Award Eamed e [B]

* Award Type

= Award Agency

Figure 105

P
o
e

To search for information for a specific data field, using the , the following Search screen

displays (Figure 106)

Search and Select: Award Type
Search

Enter a value in the text field. You can use the wild card (%) to conduct partial searches, such as %Award% or %
Achievement%. Select the "go"” button. Select the 'Quick Select’ icon next to your selection.

Search By Award Name - | Ge
=
Results
Select Quick Select Award Name Code
Mo search conducted.
About this Page
L Zancel | | Select
Figure 106

To obtain a quick list of information available, select the ‘Go’ button. Once the list displays,
select the “Quick Select’ icon next to your selection. To view more information, select the

link (Figure 107). Another search option is to use the wildcard (%) to conduct

partial searches on long lists/tables such as %Cert% or %Nurse%.

Once information is located, select it by selecting the ‘Quick Select’ icon or selecting the radio
button in the *Select’ column and then selecting the ‘Select’ button.
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Search
Enter a value in the text field. You can use the wild card (%) to conduct partial searches, such as %Award% or %
Achievement%. Select the "go" button. Select the 'Quick Select’ icon next to your selection.
Search By Award Name ~ (Go | &
4
Results
1-25 - | Mext 25 =
Select Quick Select Award Name ‘i
_ . . i Select record 5
% AF Accounting & Finance Civ of Yr
=3 AF Acquisition Costing Civ of the Year 5l
=3 AF Association Honor Citation 26
=X AF Author of the Year 5X
=3 AF Civilian Achievement Award 9B
=% AF Civilian Award for Valor V1
Figure 107

The selected information populates the appropriate data field (Figure 108).

Add Awards Information

#* Indicates required field
* Date Award Earned  08-Apr-2009 @

= Awvard Type  AF Accounting & Finance Civ of Y1

* Award Agency Agency for International Development

Figure 108

Select '\ Zubmit J | Sancel ) tg ejther submit or cancel your award information.

Before the award information is updated into the system, an “Electronic Signature’ must be
completed. To Electronically Sign and verify award information, select the ‘Process
Transaction’ button (Figure 109 ).

ICE MyBiz ICEPAAWS Home Logout Prefed

*“** ELECTRONIC SIGNATURE **

T latt

WARNING: Be advised that any false statement in this transaction, or willful misrepr is a vi of the law punishable by a fine of not mor
than $10,000 or imprisonment of not more than 5 years, or both, according to federal law. Additionally, this may result in disciplinary action up to and
including removal from Federal employment.

By clicking the 'Process Transaction’ button, | understand that my DCPDS Portal login information is my electronic signature in effecting this transactio

{ Process Transaction ) | acknowledge and wish to PROCESS THIS TRANSACTION

(_Cancel Transaction ) | do not acknowledge and wish to STOP this transaction.

ICE MyBiz | ICE PAA V3 | Home | Logout | Preferences

Figure 109

Once you select the ‘Process Transaction’ button, a ‘Confirmation’ page (Figure 110) displays
allowing you to print your award information. Select the ‘Continue Updating Your
Information’ link to continue adding award information. If you select ‘Cancel Transaction’, you
will be returned to main page of Awards and Bonuses Tab.
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Self Service Awards(NoN Monetary) Confirmation Notice

Confirmation

Congratulations , your Award has been updated as of 07-Apr-2010 14:40:35 CDT.
1. DATE AWARD EARNED 08-Apr-2009

2. AWARD TYPE AF Accounting & Finance Civ of Yr

3. AWARD AGENCY Agency for International Development

To Print this page for your records, click on the print button below.

| Print Confirmation )

What do you want to do now?

Continue Updating Your Information
View Your My Biz Account

Figure 110

You also have a “Print Awards Information Report (Figure 111).

hwards and Bonuses

Select Object: (Delete ) | | Add )

Select Award Update Sourcel[}ate Award Earned'Award Type |ﬂ\mount or Hours|Award K
O Self Certified 08-Apr-2009 AF Accounting & Finance Civ of ¥r
Verified 05-0ct-2005 Performance Award $4500
Verified 30-Aug-2004 Outstanding Performance Award  $4500
Verified 17 -Jul-2003 Qutstanding Performance Award  $2500
Verified 17-Dec-2002 Performance Award $2147

WTIP  To Print Awards Information, select the button below
('Print_Awards Information Repart | €————

[I'I'J-‘-ITI .-l-]

“Figure 111

Once you select ‘Print Awards Information Report’.You will receive a File Download prompt
(Figure 112) with the options of opening and printing the file, or saving to your personal

computer.

File Download [

Do you want to open or save this file?

Eﬂ': MName: FedAwd pdf
| | Type: Adobe Acrobat Document
From: sylvestr.dcpds.cpms.osd.mil

Cpen ] ’ Save l [ Cancel l

i > | While files from the Intemet can be useful, some files can potentially
\a harm your computer. f you do not trust the source, do not open or
= save this file. What's the risk?

Figure 112

If you open for print, you will receive a report published in Adobe Reader (*.pdf’) (Figure 113).

If your report contains multiple pages, you will need to select the down arrow 4 to obtain the

succeeding pages.
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File Edit View Document Tools Window Help

= 1 /1 & ® 601% - o | | Find -

B

Complete Award History for ) 07-APR-2010
Date Award Earned Award Type Amount or Hours Award % Award Agency
08-APR-2000 CFLEEEIE ‘.;!I_Fin:m:e Eomi Agency for Intemational Development
05-0CT-2005 Performance Award 4500 Department of the Amy
30-AUG-2004 Outstanding Performance 4500 Department of the Amy
17-JUL-2002 O”"“””Tﬂz;ﬁ”“’“ 2500 Department of the Army
17-DEC-2002 Performance Award 2147 Department of the Amy
Figure 113
Should you choose the save option in Figure 112, you will be prompted to select the location for
the file (Figure 114).
E Save a Copy... . — ——— e
Savein: [l Desktop - O 5l
D= Mame Size Type Date modified
"'“ﬁ' 7| BUG_62855_Screenshot 16 KB Adobe Acrobat D...  2/19/2010 4:14 F
RecentPlaces  wpyyqp 740KB  Adobe Acrobat D..  2/16/2010 3:09 F
(@ selfservice on powk912.., 3KB Shortcut 9/29/2009 3:16 F
! 2 Documents - Shortcut 2KB  Shortcut 9/23/2000 8:02 £
2 Network
o 1M Computer
— ) Public
I B -
N
Forinash,
Aurora G Civ ..
1A
Computer 4 [l 3
L- File name FedAwd[1 - Save
Ll
- Save as type: [Mobe FDF Files {*pdf} v] [ Cancel ]
Figure 114

Deleting Awards Information. Should you choose to delete a self-certified entry, select the radio

button for the appropriate Award then select the \2elete ) pytton (Figure 115).

Select Award Update SourcelDate Award Earned |Award Type |Amount or Hours
©® Self Certified 2SS EUon bpog AF Accounting & Finance Civ of Yr

Verified 05-0ct-2005 Performance Award $4500
Verified 30-Aug-2004 Outstanding Performance Award $4500
Verified 17-Jul-2003 Qutstanding Performance Award $2500
Verified 17-Dec-2002 Performance Award $2147

@& TIP  To Print Awards Information, select the button below

('Print_Awards Information Repart )

Figure 115
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You will receive a warning prompting another decision (Figure 116).

Warning

ward will be permanently deleted from your record. Do you want to Continue?

Figure 116

If you select ‘No’, you will be returned to the Awards Information view. If you select ‘Yes’, you
will receive a confirmation notice for the deletion (Figure 117).

Self Service Awards(NoN Monetary) Confirmation Notice

Confirmation

Congratulations , your Award has been deleted as of 07-Apr-2010 15:08:55 CDT.

1. DATE AWARD EARNED 08-Apr-2009
2. AWARD TYPE AF Accounting & Finance Civ of Yr
3. AWARD AGENCY Agency for International Development
To Print this page for your records, click on the print button below.
|_Print Confirmation

What do you want to do now?
Continue Updating Your Information
View Your My Biz Account

Figure 117
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